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Change Your Password

STEP 1

From the CalATERS web site at
http://www.sco.ca.gov/calaters global.html
Under Global Sign In, click CalATERS Global.
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Home -» State Employees -» CalATERS Global

CalATERS Globall

The GCalifornia Automated Travel Expense Reimbursement System has been enhanced to
meet the various needs of the State and industry standards. We welcome you fo CalATERS
Global

¥ GLOBAL SIGN IN

CalATERS Global
Reporting
System Administration

(Dept Acct Use Only)

Training Database

¥ GLOBAL INSTRUCTIONS

Get Started & New User
Reagistration

Travel Advance and Expense
Reimbursements

During New User Registration, your password is sent to
your email. If you do not know your CalATERS password,
refer to Forgot Your User ID or Password instructions. To
change your password, sign in to CalATERS.

STEP 2

CalATERS Global
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: CalATERS Global

begin.
User ID: scoeel6l

Password: |esseessess|

Mews user? [ew Lser Registration

Having frouble logging in? Click here for assistance
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" Please enter your logon information below and click the Logan button to

[] work Offline

l Logon l Exit

At the Sign In screen, key your User ID and system-

assigned password, then click LEGa

STEP 3
&

Profile

From the top of the Work Queue, click icon.

File | Edit View Sort Help

New

@ <3

Help  Sign Out

&

Profile

Open Print Status

#| Options
Then, click the button.

Profile Information

&) profile Information

User Identification
User ID: |SCOEE161
Personal Account Information
Last name: Vu
First name: Deja
Middle initial:
Email address: |calaters@sco.ca.gov

Back

‘ [ Next‘)] [ Done H Cancel ]

STEP 4

To change your password, click on the tab titled

Password

Options

Options

% Custom Settingsl |4 Prepare forl 4 Submit for L

et
3._3 Change your sign in password.
Current password:

Maximum of 14 alphanumeric characters,
New password:

Re-enter password:

[ Submit Password Change Request

Password Rules:

Minimum password length is 8

Maximum password length is 14

At least one uppercase alphabetic character
At least one lowercase alphabetic character
At least one numeric digit

At least one punctuation character ($, !, %, ")
Passwords expire every 90 days
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Change Your Password

Options

Options

| £ Custom Settmgsl |4 Prepare forl 4 Submit for| +3 Password |

STEP 6

=3 | A confirmation screen will appear.

Success!

,._B Change your sign in password.

Current password: | eesssssess

1) Key system- @ Your password request has successfully completed.

assigned password.

Maximurm of 14 alphanumeric characters,

New password: eeesessees R
Re-enter password: eesssssess &

Submit P; d Change Req

=)

2) Key your new
password in next

two fields. Click :

Click Submit Pagsword Change Request ] )




